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GLOSSARY OF TERMS 


AGministrative Value: In appraisal, the usefulness of records 
to the originating or successor agency in the conduct of current 


business. 


Appraisal: The process of determining the value and thus the 
disposition of records based upon their administrative and other 

uses, their evidential and informational or research value, their 
arrangement, and their relationship to other records. . --- - 


Convenience File: Extra copies of records, personal papers, ox 
publications maintained for ease of access and reference. Some- 
times improperly known as personal file. : pene 


bur ane Records: Records that are necessary for conducting the 
current business of an office and that must be maintained, there- 
fore, in office space and equipment. 


Document: (1) Recorded information regardless of medium or 
Characteristics. Frequently used interchangeably with record. 
(2) A single record or manuscript item. When abbreviated, d. 
or doc., it designates any manuscript or some printed materials 


.that are not letters. 


Evidential Value: The value of agency records which peoudae 
documentation of its organization and functioning. 


File: (1) An accumulation of records maintained in a predetermined 
physical arrangement. Used primarily in reference to current 
recorés, the term in archival usage may refer to either a series 

or a file unit, such as a folder or dossier. (2) To place docu- 
ments in a predetermined location according to an overall plan 


of classification. (3) Storage equipment, such as a filing 
cabinet. 
File Break: Termination of a file at regular periodic intervals 


to facilitate continuous Gisposal or transfer of the file series. 


Files: -A collective term usually applied to all records of an i 
office or agency. 

Fiscal Value: The usefulness of records for information about 

the financial transactions and oblications of agencies and 
organizations. 


Historical Value: The usefulness of records for historical 
research concerning the agency of origin or for information 
about persons, places, events, or things. 
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ne Records: Records of an Organization that relate 
“oO badg (fiscal, personnel. Supply, and similar administrative 
er *aCilitative S[Perations normally common to most agencies, as 

distinguished £xrom Program or Substantive records that relate to is 


informational Value: he value of records that derive from the 


Inclusive dates, use, quantity, arrangement, duplication, -ang = 
Other bertinent information, : tee 

Legal Value: “the use of records containing evidence of legally 
enforceable Yights or Obligations of governments and/or private 
Persons, 


Project Pile: a folder or Other file unit containing material 


Se en 


relating to a SDdecific activity, event, Person, Place, . project, 
©r Other Subject. Sometimes referred to @S5 a case file or 
transaction file, Also a collection Of such folders ©r Other 
file units. 


Record Copy: the official or record document so5 marked or 
recognized complete with enclosures Or related Papers, 


Record Group: aA Body of Organizational related records 
establishea with recard to the administrative history, the 


Records Custodians: Those personne] responsible for the Creation, 
transmission, utilization, maintenance, and disposition management 


Of records located within their areas of jurisdiction. 


Records Management; That area of general] administrative Manage~ 
ment concerned with achieving economy and efficiency in the 
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1. Name of person conducting the survey. 
', Telephone extension of person conducting the survey. 
. Date the inventory is conducted. i 


. Directorate, Office, Division, Branch and Section maintaining the files. 


. Room Number and Building where the Files are located. Safe number wnen applicable. 


2 
3 
4 
5. Person responsible for the files. 
6 
7. Brief title of record series. 

8 


- A clear description including the function and value of the records is basic to 
the success of the inventory and the schedule. 


9. Arrangement of record series; i.e., alphabetic by subject, chronological, numerical 
by case number, etc. 


10. The years of the oldest and most recent documents in the series. 


11. Note the media of the records; i.e., paper, audio-visual, magnetic cards, etc. 
i “fo 
12. How often are files referred to? This information is pertinent tm establishing 
disposition instructions. 


13. The office responsible for maintaining the official file for the Agency should be 
noted for each record series. % 


14. Measurements should be as simple as possible; figures may be rounded to the 
nearest half-foot. 
15. Estimate the annual rate of growth for each file series. 
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ROUTING AND RECORD SHEET 


SUBJECT: (Optional) 
Listing of all current files 


FROM: EXTENSION | NO. 


Mary/Bob 


ATE 5 Oct 81 STAT 


TO: (Officer designation, room number, and DATE 
building) OFFICER'S 


INITIALS 


COMMENTS (Number each comment to show from whom 
to whom. Draw a line across column after each comment.) 


T 
RECEIVED FORWARDED 


Ref: Memo on Headquarters Records 
Review dated 8 Sep 81 


As mentioned in Ref, we need to 
__have a complete listing of all 
current files so that work can 
begin on the OIS records control 


We request that you use the 
attached form -- ONE form for 
| each records series -- and send 
the forms to Mary by 26 October 81. 
a (There is no need to make a list 
~ lin addition to the forms; just 
send the completed forms.) 
a 


We will be glad to help in any way’ 
we can 


_| 


Attachment: Form 138 & instructions 


Please xerox Form 138 
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